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Getting Started

Welcome to OSA-Connect.
1. You can find the OSA-Connect website at www.osa-app.org
This will take you to the login screen. You may want to bookmark this site for future reference.

2. If you have forgotten your password, please click on the “Forgot password link at the bottom,
and an email with a link with be sent to the email address that was provided to us.

Login

Welcome to the New Mexico State Auditor Online

ort:
Email
Password

Log In

Forgot Pessword €




Quick Reference: Status Codes

Status Code Meaning

“‘Submitted” A certification was submitted.

“In Progress” The certification was not approved, and further action is
needed.

“Preliminary Approval” The certification received an OSA preliminary approval.

“Pending Upload Review” The signed certification was successfully uploaded.

“Executed” OSA concurred with the signed certification.

Last Updated VvV Fiscal Year Vv Last Updated By Vv Type VvV Status VvV

Preliminarily Approval
Yy AP



Adding a New Contact

1. If you are new to your agency and needing to create log in credentials, a current contact will
need to log in first to add you as another contact.
Please keep in mind, the same process is also used if your agency wants to add another
contact so they can log in under their own credentials to use OSA-Connect.

2. Click on the “Add Contact +” blue box.
B> OSA-Connect

Agency Profile

MNow Mexico Ofice of the Stale Avdiior

Manage Agsncy Contacts _
Sesrche . Zhow W
Agency Profile
View [ Edit Remowve
View Contract Forms
t # »

3. Please enter in all the contact information.
4. Please select all the contact types that apply to you or the new contact.

5. Click on “Add Contact” in the red box to save the new contact at the bottom of the page.



niine Portal Add New Contact

Now Mexico Ofice of the Stale Audior

Agency Contact Details

Agency Dashboard
First Hame Last Name
Agency Profile >
View Contract Forms Salutation Title
Zelect One e
FAQs
Email Address Confirm Email Address
Phone Number Type Cotions!

O Agsncy Head
O sgency Contact

[0 Agency Contract Contact

"

Please contact the office if you need further assistance in creating log in credentials, and we will
be happy to assist you.




User Profile Setup

First, review the Agency Dashboard to confirm that your user profile is associated with the correct
agency. If the agency is not correct, please contact the NM Office of the State Auditor at

(505)476-3800.

> OSA-Connect
Oniine Porta Agency Dashboard

Mew Mexico Ofice of the Stale Audilor

Select from the list of agencies below you are assigned to.

Seerch: Show 10 ™ entries
Agency Profile
Agency Name View Agency
View Coniract Forms Office of the State Auditor View (@ —

{ Previous n Mext 3

FAQs




Managing Agency Contacts

1. Click "View" next to your agency or click "Agency Profile" on the menu on the left side of the
page, to go to the Agency Profile Page.

2 OSA-Connect

Agency Dashboard

Select from the list of agencies below you are assigned to.

entries

Agency Profile

View Contract Forms

FAQs

2. Click on "View/Edit" to view or modify contact information and click on “Remove” link to
remove any contacts no longer employed at the entity.



OSA-Connect |
Agency Profile

Manage Agency Contacts Add Contact +

Show

Agency Profile

View Contract Forms

FAQs Test Test Agency Contact e Edit # Remowe X

P ous u Next §-0 < =
Update Agency Profile Details
Agency Name Agency Number
Office Of The State Auditor 308
Agency Type
State Agencies v Local Public Bodies Tier Determination Form 47

The agency contact information is used to communicate with the entities, so please ensure
throughout the year that the contact information is correct.

3.
4.

Please select all the contact types that apply to you or the person being added.

For each additional OSA-Connect user at your entity, please select the contact type that
corresponds to them.

It is important to fill out the contact type for each OSA-Connect user name so we can direct
correspondence to the appropriate person at your entity.

Click on “Save Information” in the red box at the bottom of the page.



OSA-Connect

View / Edit Contact

Agency Dashboard
First Name LastName
Frank$

View Contract Forms Salutation Title

FAQs

0ld Password Ostions,

MNew Password Oczc-o Confirm New Password Ozionc

If the contact information was saved, you will see the message “Contact was successfully
updated” in green writing at the top of the screen.

i e _

N OSA-Connect
. Agency Profile

Manage Agency Contacts Add Contact +
Agency Dashboard

View Contract Forms

FAQs Test Test Agency Contact e/ Edit &

Update Agency Profile Details

Agency Hame Agency Number
Office Of The State Auditor 308
Agency Type

10



The Local Public Body Tier Determination Form Process

1. To start the process, click on “Local Public Bodies Tier Determination Form” black box.
Here you will find a link to take you to the form.

=~ OSA-_Connec’r

I Online Portal

New Mexico Office of the State Auditor

Agency Dashboard

Agency Profile

View Contract Forms

FAQs

First Na Last Na Type

me me

View [ Edit Remove

FrankS  Valdez Agency Contact / Agency Contract Contact lew / Edit # Remove X

Test Tese Agency Contact

< Previous u Next >

Update Agency Profile Details

Agency Name

Office Of The State Auditor

Agency Type

Local Public Body (LPB) - Tier 1

Agency Number

308

Local Public Bodies Tier Determination Form ﬁ

The Determination Form is for your internal records. An example follows. This form will assist
you in determining the type of financial reporting a local public body will need to submit to the
OSA. For example, the form will help you determine if you need to submit a Tier 1 or 2
Certification Form, or an Agreed Upon Procedure (AUP) Contract [for Tiers 3 through 6], or if

11



OFFICE OF THE STATE AUDITOR
TIERED SYSTEM OF FINANCIAL REPORTING FOR LOCAL PUBLIC BODIES!

FORM FOR DETERMINING TYPE OF REPORTING REQUIREMENTS
AND INDEPENDENT PUBLIC ACCOUNTANT (IPA) SERVICES NEEDED

Pursuant to Sections 12-6-2(B) and Sections 12-6-3(B) NMSA 1978, local public bodies (mutual domestic water
consumers zasocuuona lmd grants, incorporated municipalities, and special distncts) may be subject to different
types of fi 1 This form should be used by all local public bodies to determine what
type of prof::swnzl An'xcr du) are required to procwre from an independent public accountant for fiscal years
ending on or after June 30, 2010.

STEP ONE: Determine whether an incorporated icipality iated with a housing authority should

include or exclude the housing authority when completing this form. Check the ONE box below that
applies to vour municipality. If vour local public body is not a municipality, then proceed to STEP TWO
below.

a If the municipality has a bousing authornty that 15 a component unit, then the component unit housing
authonty must procure a separate audit pursuant to 2.2.2 NMAC because 1t 15 not a local public body
under the tiered system. The municipality .holddcheckthbbox and proceed to SlepTwoofdn. form.

The tiered system may apply to the iy 3 1ts comp unit housing auth

If the municipality has a bousing authonity that 1s a d then the icipality should check this
box and proceed to Step Two of this form. The tiered system may apply to the municipality, including 1ts
housing authority department.

STEP TWO: Determine expenditure of federal fund: and application of the tiered svstem. Check the ONE
box below that applies to vour local public body:

If your local public body (including a component unit housing authorty, if licabl ded
$750,000 or more in federal funds and 1s required by the grantor to obtain a single audit of the financial
statements and federal funds m accordance with the Uniform Guidance for Federal Awards, then check
this box and you are done with this form. The tiered system does not apply to your local public body. If
you must obtamn an audit of your financial statements.

a If your local public body expended $750,000 or more in federal funds and elects to obtain a program-
specific audit in accordance with the Uniform Guidance for Federal Awards, then check this box and
proceed to Steps Three and Four of this form. The tiered system may apply to your local public body.

If your local public body (including a component unit housing authonty, if applicable) did not expend
$750,000 or more in federal funds, then check this box and proceed to Steps Three and Four of this form.
The tiered system may apply to your local public body.

STEP THREE: Determine vour local public body's revenue and capital outlay award expenditures (if any)

for the fiscal year:

My local public body’s total revenues (on a cash basis, excluding capital outlay funds, federal or private
grants) were $ for the fiscal year to which this recommendation applies, which 15
(fiscal year end).

! Section 12-6-2(B) of the Audit Act (effective July 1, 2010) defines “local public body™ as a mutual domestic water
consumers association, a land grant, an incorporated municipality or a special district.

the OSA tiered system does not apply to your entity this year and a financial and compliance
audit will be required.

If applicable: My local public body’s total capital outlay award was $, and my local public
body's total expenditure(s) of that award was $ for the fiscal year to which this
recommendation applies, which 15 (fiscal year end). Note: Please do this

calculation for each separate capital outlay award your local public body expended.

STEP FOUR: Based on your local public body’s revenue calculation in Step Three, check the ONE box
below that applies to vour local public body:

Tier 1 - Revenue is less than $10,000 and your local public body did not directly expend at least
£0% of, or the remainder of, a single capital outlay award: Your local public body falls under Tier 1.
A local public body under Tier 1 is exempt from submitting a financial report to the State Auditor and 15
not required to procure the services of an IPA. However, the local public body shall certify to the Office
and the Local Government Division (LGD) of the Department of Finance and Adnunistration (DFA) that
it meets the revenue threshold of Tier 1.

Tier 2 - Revenue is $10,000 or more but less than $50,000: Your local public body falls under Tier 2.
A local public body under Tier 2 15 exempt from submitting a financial report to the State Auditor and 15
not required to procure the services of an IPA. However, the local public body 15 required to comply with
quarterly and final budget reporting requirements to LGD of DFA pursuant to Section 6-6-3 NMSA 1978.
The local public body shall also certify to the Office and the LGD of DFA that it meets the revenue
threshold of Tier 2.

a Tier 3 - Revenue is less than $50,000 and your local public body expended at least 50% of, or the
remainder of a capital outlay award: Your local public body falls under Tier 3. A local public body
under Tier 3 1s required to procure the services of an IPA for the performance of a Tier 3 agreed upon

dv in accord with the Tier 3 agreed upon procedures checklist on the State

:\ud.itot‘s website.

Tier 4 - Revenue $50,000 or more but less than $250,000: Your local public body falls under Tier 4.
Alocalpubhcbo&vmdzx'rux-h.reqmndto procure the services of an IPA for the performance of a
Tier 4 agreed upon procedv mn d with the Tier 4 agreed upon procedures
checklist on the State Auditor’s website.

Tier $ - Revenue is $50,000 or more but less than $250,000 and your local public body expended
any capital outlay funds: Your local public body falls under Tier 5. A local public body under Tier 5 is
required to procure the services of an IPA for the performance of a Tier 5 agreed upon procedures
engagement In accordance with the Tier 5 agreed upon procedwres checklist on the State Auditor’s
website.

Tier 6 - Revenue is $250,000 or more but less than $500,000: Your local public body falls under Tier
6. A local public body under Tier 6 1s required to procure the services of an IPA for the performance of a
Tier 6 agreed upon procedu mn d with the Tier 6 agreed upon procedures
checklist on the State Auditor’s website.

a Full Financial Audit - Revenue iz $500,000 or more: The tiered system does not apply to your local
yubhcbodv:ndvoummtptocwethemnesot'aanAfordnpexﬁomameofaﬁmualmd
1 audit n d with g 11y P dards and rules issued by the State

Auditor.

12



How do you know if the OSA tiered system applies to your entity?

OSA tiered system may not apply If your local public body (including a component unit housing
authority, if applicable) expended $750,000 or more in federal funds. See the OSA Determination
Form mentioned above for more information.

OSA tiered system does not apply if a local public body’s annual revenue is five hundred
thousand dollars ($500,000) or more. The local public body would need to procure the services
of an Independent Public Accountant (IPA) for the performance of a financial and compliance
audit, and submit an audit contract in OSA-Connect. An audit contract is different from a Tier
Certification being discussed in these instructions.

If this is the case, please see our separate OSA-Connect Instructions for the performance of a
financial and compliance audit on our web site in the Contracting Page by clicking on the
“Contracting” pull down tab.

_9"
8 Office of the State Auditor

\Y
g E
%= j Joseph M. Maestas, P.E.
s

Accountability,
Transparency

State Audit Rule ®

& Excellence

Searching for an Audit Report?

Go To Audit Report Search

13



Creating a Tier Certification - LPB Tier 1 or Tier 2 -Managing the Agency
Type

1.

2.

Click on Agency Profile on the Dashboard then click on the “Agency Type” drop down menu to
open the drop-down menu and select the agency type that applies to your entity. These
directions explain the Tier1/Tier 2 Certification process. Therefore, if your entity is a local public
body that you determined to be a Tier 1 or Tier 2 this year, select either Tier 1 or Tier 2 to create
a certification.

Which Tier 1 or Tier 2 your entity falls under was determined using the Determination Form
mentioned above.

It is important that the agency type is correctly selected because this selection determines which
type of contract or Tier Certification will be created.

Agency Profile

Local Public Body (LPB) - Tier 1

View | Edit Remove

View Contract Forms L . g ) : g

FAQs

eeeeeeeeeeee

Click the “Save Information” red box to save.

14



3. Next verify that all information is correct, including the Agency Type, phone number, and
address.

QSA—Connec’r Update Agency Profile Details
Online Portal
New Mexico Office of the State Auditor Agency Name Agency Number
Office Of The State Auditor 308
Agency Dashboard
Agency Type

View Contract Forms

Phone Fax Opticnal
FAQs 505-476-3800 505-827-3512
Address City
2540 Camino Edward Ortiz, Suite A Santa Fe
State Zip
MNew Mexico v 87507
Website Address Jotiona!

WWW.Saonm.org




Submission of Tier Certification Form Process

1. Select “View Contract Forms” on the left-hand side and review any previously submitted Tier
Certifications to see if a Tier Certification has already been created for the Fiscal Year.

2. If entering a NEW Certification, click on the “Generate Form” box.

New Meaxico Office of the State Auditor

'- Online Portal VleW COﬂtraCt FOFmS {

Before you generate a new contract, please check the table below to
Agency Dashboard see if one has already been created.

Agency Profile Search: Show 10 ™ entries
Last Updated A~ Fiscal Year v Last Updated By v Status v Action
View Contract Forms
12/31/2018 10:09:52 AM 2020 Frank S Valdez Executed Certification
12/20/2018 1:46:27 PM 2020 Frank S Valdez Executed

< Previous n Next > Showing 1 to 2 of 2 entries

w

Verify the correct agency type was generated to avoid any type of rejection.

If the agency type is not correct, go back to Agency Profile, and click on the “Agency Type”
drop down menu to open the drop-down menu and select the correct agency type, and return
to View Contract Forms to continue the process.

B

16



OSA-Connect

Online Portal
New Mexico Office of the State Auditor

Agency Dashboard

Agency Profile

View Contract Forms

FAQs

Generate Certification

Name Of Local Public Body

Office of the State Auditor

Address Of Local Public Body

2540 Camino Edward Ortiz, Suite A

State

MM

Phone

505-476-3800

Local Public Body Contact Name

Frank S Valdez

LPB Head

Frank S Valdez

Please enter all contract information below. If not applicable, please put N/A in the field.

City

Santa Fe

£ Dec * 2019 ~

5. Please complete all data fields and check all boxes The LPB (Local Public Body) and the For
the Year Ended fields must be filled out.
6. Both Revenue boxes must be filled out. Note first box is for total revenue PLUS Capital
Outlay awards and second box is for revenue.

Note, if you determined your entity is a Tier 1 or a Tier 2 for this year, you should be checking the
appropriate bubble either “Did not expend 50% or the remainder of any capital outlay award
appropriated by the New Mexico Legislature during the fiscal year listed above; or Has not

17



received a capital outlay award appropriated by the New Mexico Legislature during the fiscal year
listed above.”

If your entity expended 50% or the remainder of any Capital Outlay award appropriated by the
New Mexico Legislature during the fiscal year listed above, please go back and select Tier 3,

then continue on with submission process.
6. Click on the “Save Information” red box.

=

Once saved, you can return to the OSA-Connect later, however you will need to re-attest by

My Local Public Body Also:

Therefore, In Accordance With The Requirements Of Section 12-6-3(B) NMSA 1978 And 2.2.2.16{C) NMAC, The
Local Public Bedy Hereby Certifies That It Falls Under The Following Tier For Purposes Of Finandal Reporting Te
The State Auditor And It Is Mot Required To Procure Agreed Upon Procedures Services Pursuant To Section 12-6-
3{B) NMSA 1973 And 2.2.2.16 NMAC:

® Tert O Ter2 -

checking the box before submitting to OSA.

(Note: If you have made an error, OSA Connect will prompt you to correct it. You will not be

able to submit until the error has been corrected.)

18



3 OSA-Connect o _ -

Local Public Body Contact Hame Email Address
Test Test nterntwo@oss stste.nm.us
Agency Dashboard
LPB Head Jozzna) Certification For The Fiscal Year Ended
Agency Profile i
View Contract Forms Based On Its Total Annual Revenue And/Or Capital Outlay Expenditures, My Local Public Body Had The Following
Total Annual Revenue:

FAQs 10,000

Total Anntsal Revenue f My Local Public Body, Calculated On & Cash Basis, Excluding Capital Outlay Funds,
Federal And Private Grants Is:

s rd asd re
stex Legislstu sl st

Therefore, I With Th i Of Section 12-6-3(8) 1578 And 2.2.2.16(C) NMAC, The

Local Public Body Hareby Certifies That It Falls Under The Following Tier For Purpases Of Financial Reporting To

The di Required To d Upon i To Section 12-6-

3(B) NM5A 1978 And 2.2.2.16 NMAC:

If your Tier Certification was saved successfully, green text at the top of the page will read !
Information Saved Successfully”. Then you can continue working.



!  Information saved successfully -

& OSA-Connect

Online Portal Generate Certification

Hww Mexico Ofice of the Stale Audiior

Pleaze enter sall contract information below. if not applicakle, please put M/A in the field.

Dashboard
ey = Agency Typs: Local Public Body (LPB) - Tier 1

Agency Profile Name OF Local Public Body

EEamples her

You will need to check the attest box one more time in order to continue the process with the
“Preview & Submit” box. Otherwise you will get an error message prompting you to check the
attest box.

Therefore, In Accordance With The Requirements Of Section 12-6-2(B) NMSA 1978 And 2.2.2.16{C) NMAC, The
Local Public Body Hereby Certifies That It Falls Under The Following Tier For Purposes Of Finandal Reporting To
The State Auditor And It Is Not Required To Procure Agreed Upon Procedures Services Pursuant To Section 12-6-
3(B) NMSA 1973 And 2.2.2.16 NMAC:

@ Tierl (O Ter2

=

he Informstion Above Has Been Cslculsted In Accordanoe Wiith Section 12:

And s True And Correct T

Cerzify The Irformation Submitted In Thi

7. Click on the “Preview & Submit”’ box.

Clicking on the “Preview & Submit” box will take you to this screen to review all the information in
the Tier 1 or Tier 2 Certification.

20



State of New Mexico-Office of the State Auditor
Certification Form for Tier 1 and Tier 2

Name of Local Public Body: Example2 Tier 1
Address of Local Public Body: 2540 Camino Fdward Ortiz, Suite A

City: Santa Fe State: NM Zip Code: 87507
Phone #: 505476 3800 Fax #: 5058273512

Local Public Body Comtact Name: Test Test
E-Mail Address: Interntwo/@osa.state.nm.us

LPB Head: JohnDoed

Based on its total annual revenue and/or capital outlay expenditures, my local public body had the following total annual revenue for the fiscal year ended June 30.2020:
$9000.00

Total annual revenue of my local public body, calculated on a cash basis, excluding capital outlay funds, federal and private grants is: $8000.00.

My local public body also:

8. You can click on “Save & Print” box to save for your records and use (Note, this is NOT the
form to be submitted to the OSA).

9. Submit the draft certification by clicking the “Save & Notify OSA” box. This is the only way that
the Tier Certification will be submitted to and accepted by the OSA. If it was submitted to OSA
successfully, green text at the top of the page will read “! Information saved and email sent
successfully.” Then you can continue working.

! Information saved and email sent successfully

State of New Mexico-Uflice of the State Auditor
Certification Form for Tier 1 and Tier 2

Name of Local Public Body: Example? Tier 1

Address of Local Public Body: 2540 Camino Edward Ortiz, Suite A

e ——————

City: Santa Fe State: NM Zip Code: 87507
Phone # 505-476-3800 Fax #: 5058273512

Local Public Body Contact Name: Test Test

E-Mail Address: Interntwo(@osa.state.nm.us

LFB Head: JohnDoel

Baszed on its total annual revenue and'or capital cutlay expenditures, my local public body had the following total annual revenue for the fizcal vear ended June 30,2020
39000.00. 1



Notice that the status will now be changed to “Submitted” signifying certification was
submitted. You will also receive an email that it was submitted.

OSA-Connect _
Oniine Portal View Contract Forms

Hew Mexico Ofice of the Stale Audilor

Before you generate 2 new contract, please check the table below to Generate Form +
Agency Dashboard see if one has already been created.
Agency Profile Seerch: e P i

Status
View Contract Forms

1/14/2020 10:35:03 AM 2020 Test Test Submitted 24

22



Returned Certification for Errors or Omissions

If your certification has errors or omissions, you will also receive an email that your certification is
being returned to you for correction and re-submission as seen in this example.

= M Gmail Q, Search mail -
€ O 0 = L e ®

I— Compose
O b Submitted Draft Agency Tier Certification (Returned) nbox

nbox
% Starred donotreply@osa.state.nm.us via amazonses.com 10:08 4
© Snoozed foime =
B sl Your draft submitted agency Tier Certification is being returned to you for correction. Please contact the Office of the State Auditor (OSA) for further details.
i Drafts Thank You,

0OSA

v More

Notice that the status will be changed to “In Progress” signifying the certification was not
approved, and further action is needed.

OSA-Connect _
Oniine Portal View Contract Forms

Hew' Mexico Ofice of the Stale Audilor

Before you generate 2 new contract, please check the table below to Genarate Form
Agency Dashboard se2 if one has already been creatsd.
Agency Profile Sesref: Show 10 % entries

Fiscal Year Last Updated By Status
L

View Contract Forms > b

1/14/2020 11:05:51 A 2020 Test Test In Progress Edit

23



Certification Resubmission Process

1. Click on “Edit” to start the correction process.

OSA-Connect _
Online Fortal View Contract Forms

Mew Marico Ofice of the Stale Audilor

Before you generate 2 new contract, please check the table below to Generate Form +
Agency Dashboard z2¢ if one has alreacy besan creatad.
Agency Profile Sesren: Show 10 Y entries

Fiscal Year Last Updated By Status v
w

View Contract Forms » e

2. You will see a red error message at the top explaining the nature of the error and what further
action is needed.

24



OSﬁxfCDnne ct

Online Portal

Heow Mexicn Ofice of the Stabw Audiior

Agency Dashboard

Agency Profile

View Contract Forms

FAQs

Generate Certification

This certification has been denied.

Reason: Revenue line 1: Revenue should include the capital outlay expenditure if any, and should be
more than revenue line 2. Revenue line 2: Revenue reported is above the Tier Level qualifications,
and entity may nead a full financial audit.

Please enter sl contract information below. ¥ not aoplicable, please put N/A In the fisld.
Agency Type: Local Public Body (LPB) - Tier 1

Name Of Local Public Body

Example 3 Tier 1 - Retumed for ermors or omissions

3. Make any necessary corrections.
4. Resubmit the certification following the standard submission process mentioned above.

Notice that the status changed to “Submitted” signifying certification was submitted.
You will also receive an email that it was submitted.

OSA-(_L‘onnect

Agency Dashboard

Agency Profile

View Contract Forms

View Contract Forms

Before you generate a new contract, please check the table below to Generate Form =+
see if one has already been created.

25



Two Step Tier Certification Approval Process.

First step, an entity receives a preliminary approval.
* An email will be sent out indicating an OSA preliminary approval.
* When logging back into OSA-Connect, you can check if the certification has received a
preliminary approval by looking at the status.
* A “Preliminary Approval” signifies that the certification received an OSA preliminary
approval. The next steps MUST be followed to complete the Tier Certification process.

Before you generate a new contract, please check the table below to
Agency Dashboard see if one has already been created.

Agency Profile Search: Show |20 ¥ |anifies
Last Updated ~ Fiscal Year Last Updated By Status v Action
View Contract Forms e i
1/3/2020 10:10:36 AM 2019 Frank 5Valdez Submitted iew

1/3/2020 5:55:03 AM 2019 Frank S Valdez Preliminary Approval 7= —
Upload

1. Click the “View” link to open the certification. At this point, print, signed and date the printed
certification by a person that has the authority to certify the information.
2. Scan and save in your computer.

Second step:

1. The signed tier certification is then uploaded into OSA-Connect directly.
Tier certifications are no longer submitted to OSA via e-mail or mail.

2. Click “Upload” to start the process.

26



> OSA-Connect

—— View Contract Forms
New Meaxico Office of the Siafe Audifor
Before you generate a new contract, please check the table below to
Agency Dashboard see if one has already been created.
Agency Profile Search: Show 10 ¥ antriss
Last Updated A Fiscal Year Last Updated By Status Vv Action
View Contract Forms A ]
1/3/2020 10:10:36 AM 2018 Frank 5 Valdez Submitted View
1/3/2020 9:59:03 AM 2019 Frank S Valdez 'Preliminary Approval View
I In]laad
olooc

3. Locate your document as it is saved on your computer and click on the red “Upload” box to
upload it into OSA-Connect.

Upload Certification

Bro-rl to the location of your signed and executed Certification that you want associated with this item.

| Choose File |No file chosen

=) =0 3

Notice that the status is now changed to “Pending Upload Review” signifying the signed
certification was successfully uploaded.

27



You will also receive an email that the signed certification was successfully uploaded.
Before you generate a new contract, please check the table below to

see if one has already been created.

Agency Dashboard

Agency Profile Search:

Fiscal Year Last Updated By Status Vv Action

Last Updated A
v v

View Contract Forms

1/3/2020 10:10:36 AM 2019 Frank S Valdez Submitted View

1/3/2020 2:59:03 AM 2019 Frank S Valdez Pending Upload Review \

o
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Tier Certification Approval Process

Notice that the status changed to “Executed” signifying OSA concurred with the signed
certification.

You will also receive an email that OSA concurred with the signed certification submission.

OSA-Connect _
Sl Foviad View Contract Forms

New Mexico Office of the State Auditor

Agency Dashboard see if one has already been created.

—
(el
4
i
|

Agency Profile Search: SHE

o entries
Last Updated A~ Fiscal Year Last Updated By Status v Action
View Contract Forms b X
1/3/2020 10:10:36 AM 2018 Frank 5 Valdez In Progress Edit
1/3/2020 2:52:03 AM 2019 Frank S Valdez Executed Certification
- gLp
— M Gmail Q. Search mail - @
5 = L1 [} [ ) [ =] L : 20f2 < > = o]
l— Compose
Bl b Concurred Uploaded Agency Tier Certification Form nbex = &
*  Starred donotreply@osa.state.nm.us via amazonses.com 10:16 AM (7 minutes ago) 3 - :
© snoozed tome:: s
> Sent Your submitted agency uploaded final Tier Certification Form has been reviewed by the Office of the State Auditor (OSA) and we concur with your submission. If you have any questions, please
o feel free to contact the OSA.
B Drafts
Thank you,
v More OSA

Before you generate a new contract, please check the table below to



Access to Signed Tier Certifications

Signed tier certifications are accessible by clicking on “View Contract Forms” on the dashboard
on the left-hand side of the page.

OSA-Connect

Onlie Fortel View Contract Forms
New Mexico Office of the Stale Auditor
Before you generate a new Certification please check the table below to
Agency Dashboard see if one has already been created.
Agency Profile Search: Show 10 ™ entries
Last Updated A~ Fiscal Year Last Updated By Status v Action
iew Contract Forms W bt
1/3/202010:10:36 AM 2019 Frank S Valdez In Progress Edit
1/3/2020 9:59:03 AM 2019 Frank S Valdez Executed Certification _
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FAQs on Our OSA Website Page

If you have any questions on the OSA-Connect contract process, answers are often found in
FAQs on our OSA website page in the contracting area as seen below.

Auditing ~ Contracting ~ Tiered System Reporting Accountability Office ~ ©

Helpful Links

ation Contact Work With OSA

Call:
Fax

View Job Opportunities &)

FAQs and instructional videos and written instructions will be updated periodically on this OSA
web page.
Please contact us if you would like to provide feedback on our FAQs.



1. FAQs on our OSA website page can be accessed from OSA-Connect by clicking the “FAQs”
link on the left side of the page.

OSA-Connect |
Agency Profile

Manage Agency Contacts m

Zearc v o
Agency Profile
View | Edit Remove
View Contract Forms
d o Agency Contrect Contact ' x
FAQs Test Test Agency Contact ew / Edit # Remove X
P 15 Hext Lo o

Update Agency Profile Details

Agency Name Agency Number
Dffice OF The State Auditor 308
Agency Type

Local Public Bodies Tier Determination Form  §7
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Points to Keep in Mind:

» The tier certifications are uploaded into OSA-Connect directly.
» Tier certifications are no longer submitted to OSA via email or mail.
 If you are needing to do a contract or a contract amendment, please see our separate
OSA Contract Amendment Instructions
» Please see the OSA Audit Rule, contract amendment section for the circumstances when
contract amendments are done and the contract amendment requirements.

OSA-Connect is also used for:

* Tier certifications and contracts for past fiscal years for entities who are catching up
on late audits, AUPs, or tier certifications

33



Appendix A Changing a Tier Certification from Tier 1 to Tier 2 or from Tier 2 to Tier 1

The Situation: Changing a Tier Certification (From Tier 1 to Tier 2 or From Tier 2 to Tier 1) after
submission to OSA, but OSA has not given a preliminary approval.

OSA-Connect

Online Portal

Mew Merico Ofice of the State Audilor

Agency Dashboard

Agency Profile

View Contract Forms

At the beginning of the process, the status is “Submitted” signifying certification was submitted.

View Contract Forms

Before you generate a new contract, please check the table below to Generate Form +
zee if one has alreacy been created.

Fiscal Year Last Updated By Status
L

'

1/14/2020 10:35:03 AM 2020 Teat Tect Submitted

1. First, contact OSA to notify that your entity is changing the Tier Certification (from Tier 1 to

Tier 2 or from Tier 2 to Tier 1).

2. OSA will deny and return your first submission, so you can open and change your tier
certification. Notice the status will be changed to “In Progress” as seen below.
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> OSA-Connect _
J) Onine Porta View Contract Forms

New Mexico Office of the State Auditor

Before you generate a new contract, please check the table below to
Agency Dashboard see if one has already been created.

Show 10 Vv | entries

Agency Profile Seaneh;

Last Updated ~ Fiscal Year Last Updated By Status v

A b
In Progress

View Contract Forms

1/24/2020 3:33:21 PM 2020 Test Test

3. Go back to “Agency Profile” on the left hand side.

4. Click on the “Agency Type” to open the drop down menu and select the agency type that
applies to your entity. In this example, change the selection to “Tier 2.”

35



5. Click the “Save Information” red box to save. Once the Tier level has been successfully updated,
green text at the top of the page will read “! The profile has been successfully updated.” Then you

can continue working.

OSA-Connect

Online Portal
New Mexico Office of the State Auditor

Agency Dashboard

Agency Profile

View Contract Forms

FAQs

< Previous n Next >

Update Agency Profile Details

Agency Name

Office Of The State Auditor

Agency Type
Local Public Body (LPB) - Tier 2

Phone

3505-476-3800
Address
2540 Camino Edward Ortiz, Suite A

State

New Mexico ~

Website Address Optiona!

WWW.S30NM.Org

Save Information > l

Agency Number

308

Local Public Bodies Tier Determination Form £

Fax Optional

505-827-3512
City
Santa Fe

Zip

87507
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A OSA-Connect

Online Portal

Now Mexico Office of the State Auditor

Agency Dashboard

Agency Profile

A OSA-Connect

Online Portal

Neow Maxico Office of the State Auditor

Agency Dashboard

Agency Profile

View Contract Forms

! The profile has been successfully updated.

Agency Profile

Manage Agency Contacts

Search: Show 1

First Na Last Na Type View | Edit
me me

View Contract Forms

Before you generate a new contract, please check the table below to
see if one has already been created.

Search: Show 1

Last Updated ~ Fiscal Year Last Updated By Status v
v ~

1/27/2020 10:17:18 AM 2020 Test Test In Progress

Remove

Generate Form

]



You will see a red message at the top explaining the certification submission has been cancelled
due to changing the Tier Certification (from Tier 1 to Tier 2 or from Tier 2 to Tier 1).

> OSA-Connect

Online Portal

MNow Maxico Office of the Siate Audior

Agency Dashboard

Agency Profile

View Contract Forms

Generate Certification

This certification has been denied.
Reason: Received email from client stating their a Tier 2

Please enter all contract information below. If not applicable, please put N/A In the field.
Agency Type: Local Public Body (LPB) - Tier 1

Name Of Local Public Body

Test Example- Tier 1 submission, but changing ta Tier 2 prior to O5A approval
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7. Verify the agency type generated was the agency type you are changing to. In this example
agency type generated should be “Local Public Body Tier 2” to avoid any type of rejection.
8. Enter the new information for the new Tier level.

Plesse enter sll contract information below. If not spplicatle, plesse put N/A in the field

Agency Type: Local Public Body (LPB) - Tier 2

Name Of Local Public Body

Test Example- Tier 1 submission, bui changing to Tier 2 prior to O8A spprovsl
Address Of Local Public Body City

2340 Cemino Edward Ortiz, Suite A Sants Fe
State Tip

87507

Phone Fax Cooizng

503-476-3800 3-827-3312
Local Public Body Contact Name Email Address

ohn Doe 4th nterntwo@oss stete.nm.us

LPB Head Cooznal Certification For The Fiscal Year Ended

JackRyen 08,/30,/2020

Based On lits Total Annual Revenue And|Or Capital Dutlay Expenditures, My Local Public Body Had The Following
Total Annual Revenue:

S AGNN0 O

Total Annual Revenue Of My Local Public Body, Calculated On A Cash Basis, Excluding Capital Outlay Funds,
Federal And Private Grants Is:

My Local Public Body Also:

Therefore, In Accordance With The Requirements Of Section 12-6-3{B) NMSA 1578 And 2.2.2.16{C) NMAC, The
Local Public Body Hereby Certifies That It Falls Under The Following Tier For Purposes Of Finandial Reporting To
The State Auditor And It Is Not Required To Procure Agreed Upon Procedures Services Pursuant To Section 12-6-
3({B) NMSA 1973 And 2.2.2.16 NMAC:

QO Terl @ Tier2



9. Select the new tier. In this example, enter Tier 2 that you are certifying.

Therefore, In Accordance With The Requirements Of Section 12-6-2(B) NMSA 1978 And 2.3.2.16(C) NMAC, The
Local Public Body Hereby Certifies That It Falls Under The Following Tier For Purposes Of Finandal Reporting To
The State Auditor And It Is Not Required To Procure Agreed Upon Procedures Services Pursuant To Section 13-6-
3{B) NMSA 1978 And 2.2.2.16 NMALC:

=

The Information Above Has Been Caloulated In Accondance With Section 12-8-3(8) NM3A 1578 And 2.2.2. 18 MMAC,
And |z True And Correct To The Best OF My Knowledge And Belief. | Also Herely Athest That | Hawve The Authority To
Ceriify The Information Submitted In This Certificstion Form On Eehalf Of The Locsl Public Body.

1

10.Click on the “Save Information” red box.

11.1f it was saved successfully, a green text at the top of the page will read “! Information Saved
Successfully”. Then you can continue working.

12.Click on the “Preview & Submit” box.

13.Clicking on the “Preview & Submit” box will take you to this screen to review all the information in

the Tier 2 Certification before submitting to OSA.
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State of New Mexico-Office of the State Auditor
Certification Form for Tier 1 and Tier 2

Address of Local Public Bedy: 2340 Camino Fdward Ortiz, Suite A

City: Santa Fe State: NAML Zip Code: 87507
Phone £ 505476 3800 Fax = 3058273512

Local Public Body Contact Name: John Doe 4th
E-Mail Address: Interntwo@osa.state.nm.us
LPB Head: JackRvan

Bazed on its total annual revenue and or capital outlay expenditures, my local public body had the following total annual revenue for the fiseal vear ended June 30,2020
$49000.00

Total annual revemue of my local public body, calculated on a cash basis, excluding capital outlay funds, federal and private grants is: $49000.00
M local public body also:

B Did not expend 30% or the remainder of any capital outlay award appropriated by the New Mexico Legislature during the fiscal year 2020; or
0 Has not received a capital outlay award appropriated by the New Mexico Legislature.

Therefore, in accordance with the requirements of Section 12-6-3(B) NMSA 1978 and 2.2.2.16(C) NMAC, the local public body hereby certifies that it falls under the following tier for purposes of financial reporting to the State Aunditor and it is not required to procure agreed upon procedures services pursuant to Section 12-6-3(B) NMSA 1978 and
2.22.16 NMAC:

OTier 1 H Tier 2

14.Click on “Save & Print” box to save for your records and use.

15.Submit the draft certification by clicking the “Save & Notify OSA” box.

16.1f it was submitted to OSA successfully, a green text at the top of the page will read !
17.Information saved and email sent successfully.”

Notice that the status changed to “Submitted” signifying certification was submitted.
You will also receive an email that it was submitted.
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o, » OSA-Connect _
) onine pona View Contract Forms

Mow Merico Ofice of the Stale Avdiior

Before you generate a new contract, please check the table below to Generate Form +
Agency Dashboard zee if one has already been crested.
Agency Profile Sesrch: Show 10V eniies
Fiscal Year Last Updated By Status v Action
View Contract Forms . .

AM 2020 Test Test =

Please see the Tier Certification instructions, and continue with the standard OSA-Connect Tier
Certification approval process after receiving preliminary approval.
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Appendix B

Changing a Tier Certification from Tier 1 to Tier 2 or From Tier 2 to Tier 1 after given a
preliminary approval.

At the beginning of the process the status is “Preliminary Approval” signifying that the certification
received an OSA preliminary approval.

Before you generate a new contract, please check the table below to

Agency Dashboard see if one has already been created.
Agency Profile Search: Show 10 ™ entries
Last Updated A FiscalYear  Last Updated By Status Vv Action
View Contract Forms ad o
1/3/2020 10:10:36 AM 2019 Frank S Valdez Submitted ew
1/2/2020 2:59:03 AM 2019 Frank S Valdez Preliminary Approval View
"

1

1. Contact OSA to notify that your entity is changing the Tier Certification (from Tier 1 to Tier 2 or
from Tier 2 to Tier 1).

2. A new certification must be created for the tier your entity is changing to.

Once your entity receives a “Preliminary Approval,” the original certification cannot be

edited or changed to submit a different type of tier certification.

Please see the Tier Cetrtification instructions, and continue with the standard OSA-Connect Tier

Certification submission and approval process.
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Appendix C

Changing a Tier Certification from Tier 1 to Tier 2 or From Tier 2 to Tier 1 after receiving
notification that OSA concurred with the signed certification.

At the beginning of the process the status is “Executed” signifying OSA concurred with the signed
certification.

OSA-Connect

+ [rem—— View Contract Forms
A New Maxico Office of the State Auditor
Before you generate a new contract, please check the table below to
Agency Dashboard see if one has already been created.

arch: Show 10 ¥ entries

Agency Profile 5

Last Updated A Fiscal Year Last Updated By Status v Action
v v

1/3/2020 10:10:36 AM 2019 Frank 5 Valdez In Progress Edit ’
1/3/2020 9:59:03 AM 2019 Frank S Valdez Executed Certification

o

View Contract Forms

1. Contact OSA to notify that your entity is changing the Tier Certification (from Tier 1 to Tier 2 or
from Tier 2 to Tier 1).

2. A new certification must be created for the tier your entity is changing to.

Once your entity receives a “Preliminary Approval,” the original certification cannot be

edited or changed to submit a different type of tier certification.

Please see the Tier Cetrtification instructions, and continue with the standard OSA-Connect Tier

Certification submission and approval process.
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Appendix D

Changing from Tier 1 to Tier 2 to an AUP contract (Tiers 3 through 6).

1. Contact OSA to notify that your entity is changing (from Tier 1 to Tier 2 to an AUP contract
(Tiers 3 through 6). OSA will delete the certification in OSA-Connect.

2. A new Agreed Upon Procedure contract must be created for the tier (Tier 3 through 6) your
entity is changing to.

Please see our separate OSA-Connect Instructions for the submission and approval process for
an Agreed Upon Procedure contract.
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Appendix E
Changing from an AUP contract (Tiers 3 through 6) to a Tier 1 or Tier 2.

. Contact OSA to notify that your entity is changing (from an AUP contract (Tiers 3 through 6) to a
Tier 1 or Tier 2. OSA will delete the Agreed Upon Procedure contract in OSA-Connect.
2. A certification must be created for the tier your entity is changing to.

Please see the Tier Certification instructions, and continue with the standard OSA-Connect Tier
Certification submission and approval process.
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